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CHAPTER 1

1- 1. Purpose. = This regul ation grescribes policies for.
controlling official travel of USACE mlitary and civilian

personnel as well as procedures for processing relative
travel orders. For full understanding of the policies and
procedures involved, herein, this regualation nust be used in
conjunction with other Governnent publications considered
basi ¢ on Governnent-authorized travel (Appendix A).

1-2. Applicability. This regulation §%£gies to HQUSACE/ OCE
el enents, major subordinate comrands ( ), districts,
| aboratories, and field operating activities (FQA).

1-3. Ref erences. [See Appendix Al]

1-4. G ossary of Terns. See Appendi x B.

1-5. Policy. The followi ng guidelines will be closely
followed in authorizing travel for either USACE or contract

per sonnel .

.. a. TDY travel mnust be directly and clearly related to
m ssion achievenent. |ts authorization, therefore, nust be

based on the principle that travel is essential.

b. Approval authority for TDY travel nust be at a
| evel that ensures judicious control and use of funds.

) c. A travel authorization nust be issued prior to the
incurrence of travel expenses. The authorization will be as
specific as possible on the circunstances requiring travel

d. Travel restrictions will apply for the follow ng:
(1) Single purpose travel. USACE personnel who woul d
travel for a single purpose will be held to a m nimum
Al ternative neans should be actively pursued.

(2) Travel considered nonessential, i.e., for matters
that may be resolved by nmail or tel ephone.

(3) Travel on blanket travel orders. (See Chapter 2,

paragraph 2-2, for further instructions on this type of
travel .)
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e. Coincidental travel, such as nontechnical, post-
conference tours, is not authorized. USACE personnel may,
however, participate in nontechnical, post-conference tours
at their own expense provided annual |eave is approved for
t hat pur pose.

f. Mlitary personnel traveling outside of CONUS nust
have been tested for Human T-Lynphotropic Virus Type I|I|
(HTLV-111)/ Human | munodeficiency Virus (H'V) within the |ast
Six nmonths prior to travel.

, Requests for clarification of and/or deviation from
t he prgvisions contained in the Joint Federal Trave

Regul ations (Volune 1) for mlitary personnel and the Joint
Travel Regulations (Volunme 2) for civilian personnel wll be
subm tted through command channels to HQUSACE (CELD-TT),

Washi ngton, DC 20314-1000.

1-6. Responsi bilities. USACE Commanders/Directors will
ensure that:

a. The policy outlined in the preceding paragraph is
effectively enforced at all tines,

b. The designated travel approving/directing officia
will be at an organizational l|level that will ensure effective
travel control, having as primary objective travel control on
the basis of necessity.

c. The designated official authorizing or
aut henticating travel orders has full know edge of applicable
regul ations and is equal to the task of representing the
Commander/Director in the issue of travel orders.

1-2
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CHAPTER 2
TRAVEL ORDERS
2-1. Authority to Issue Travel orders. In addition to the

provi sions contained in AR 310-10, authority to issue travel orders
I's del egated as foll ows:

a. PCS or TDY involving travel wthin CONUS.
Conmmanders/Directors are delegated authority to issue and approve
travel orders for PCS and/or TDY within CONUS. This authority
may be redel egate to subordi nate comands, as necessary.

b. PCS travel orders involving travel to, from or between
| ocati ons outsi de CONUS. Conmanders/Directors are del egated
authority to issue and approve travel orders for civilian PCS
This authority may be redelegate to subordi nate conmands, as
necessary.

c. TDY travel orders involving travel to, from or
bet ween | ocations outside CONUS. Authority to issue orders for
OCONUS TDY will be in conpliance with AR 1-40.

(1) Commanders/Directors are delegated authority to issue
travel orders for foreign travel reflected in Chapter 5 of this
regul ation; or when approved in the FQIP, or as noted below (This
authority may be redelegate to subordi nate commands.)

(a) CENCD. OCONUS travel to Canada in conjunction with the
International Joint Comm ssion (1JC) when travel does not concern
sensitive subjects or projects.

(b) CEPOD. Travel in support of work in the Mrshall
I slands and the Federated States of Mcronesia in support of the
Federal Response Pl an.

(c) CENPD. OCONUS travel to Canada to participate in
Colunbia River Treaty activities and activities connected wth
Joint U S./Canada Technical Task Force regarding joint flooding

problens; travel to Hawaii in connection with Mbilization Pl anning
for WESTCOM

(d) CECRL, OCONUS travel to Canada in support of:

Exi sting approved research prograns requiring field work
and/ or coordination with Canadi an researchers.

Joi nt Us/ Canadi an sponsored field exercises.

2-1
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(2) Additionally, CONUS Commanders/Directors are del egated
authority to issue TDY orders as follows:

(a) For Travel to USACE activities.

(b) For travel to OCONUS |ocations listed in paragraph 5-5.
(Authority is not delegated if attendance at conferences sponsored
by private organizations is involved.)

(c) For projects specifically authorized/ approved by
OASA(CW under a nenorandum of agreenent/nmenorandum of
under standi ng provided by blanket QASA(CW approval for such travel
has been obt ai ned. HQUSACE wi Il seek such approval in the decision
menorandum to OASA(CW when seeking approval of the MOU MOA

(d) Authority may be redelegate to subordi nate conmmands, as
necessary.

(3) OCONUS travel orders except, as indicated in
subpar agraph (1) above, and orders involving travel to foreign
countries specified in Chapter 5 will be forwarded NLT 45 days
prior to HQUSACE(CELD TT) WASH DC 20314-1000.

d. Conmanders OCONUS are del egated authority to issue and

approve orders for travel within their respective areas of
operation/responsibility and to OCONUS and CONUS USACE activities.

2-2
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2-2. Bl anket Travel O ders.

a. MSC Conmanders may approve bl anket travel orders for
subordinates. This authority may not be redelegate. Format for
preparation of orders is shown in Appendix C

b. Commanders/Directors will submt blanket travel orders
for their individual travel to HQUSACE (CELD-TT) WASH DC
20314- 1000, for approval. DD Form 1610, Request and
Aut hori zation for TDY Travel of DOD Personnel, will be conpleted
through itens 17 and 19. [tem 18 will be conpleted by HQUSACE

c. Blanket travel orders will be used only if regular TDY
orders or repeated orders will not acconplish the mssion

d. Blanket travel orders will be authorized only for
personnel perform ng m ssions considered absolutely essential to
t he operation of the m ssion.

e. Blanket travel orders will be reviewed on an annual
basis to determine their validity and need. Comanders w |
mai ntain appropriate records indicating the nunber of requests
revi ewed, approved and deni ed.

f. Conmanders/Directors wll thoroughly evaluate requests
for approval of blanket travel orders to ensure they are fully
justified and include specific reasons why bl anket travel orders
are required. Evaluating requests for blanket travel

orders will apply the following criteria prior to approving
requests:

(1) The urgency of the mssion is such that there is
insufficient time to process a normal request for TDY.

(2) The requirenment cannot be satisfied by another type
of order, e.g., repeated travel orders.

(3) The requirenent occurs often enough to justify
bl anket travel orders.

. Conmmanders/Directors will ensure that blanket travel
orders are not used to conpensate for adm nistrative workl oads.

2-3. Repeated Travel O ders.

a. Conmanders/Directors are delegated authority to approve
repeated travel orders. Authority nmay be redelegate, as deened
necessary.

2-3
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b. Repeated travel orders allow any necessary nunber of
separate round trip journeys from the permanent duty station to
and from or between specified |ocations. Each separate journey
may necessitate stopover for duty at one or nore places before
returning to the permanent duty station. Travel nust not be
solely between the place of duty and the place of | odging.

C. Repeated travel orders may be issued for periods up to
60 days and may be reissued if necessary.

2-4. TDY Oders - Mlitary Personnel. Commanders/Directors are
del egated authority to approve TDY up to 179 cal endar days for
mlitary personnel. Requests for TDY in excess of 179 cal endar

days will be submtted to HQUSACE (CEHR-M5) WASH DC 20314-1000
for forwarding to DA level for approval, NLT the conpletion of
the 145th day of TDy.

2-5. TIDY Oders - Civilian Personnel. Conmanders/Directors should
review the provisions of JTR par. C4455 prior to authorizing |ong
term TDY assignnments in excess of 180 days. Commanders/Directors
are delegated authority to approve TDY in excess of 180 cal endar
days. This authority may be redelegate. The 180 day limtation
does not apply to civilian personnel assigned to periods of TDY at
nore than one location for a total of nore than 180 days, provided
the period of duty at each location is 180 days or less. The tine
limtation also does not apply to TDY for training. *

2-6. I nvitational Travel O ders.

a. CONUS Conmmanders/Directors, or designee (transportation
officer or appropriate official in logistics) are del egated
authority to issue invitational travel orders for travel wthin
CONUS, except as indicated in subparagraphs b, d and f bel ow
Di vi sion Conmanders’ authority may be redelegate to District
Commanders, as necessary. Conmanders/Directors will ensure that
the issuing authority wll adhere to the provisions of the Joint
Travel Regulations, Volune 2, Chapter 6, Part A

b. Commanders OCONUS are authorized to issue invitationa
travel orders from to, and between OCONUS ar eas.

c. Requests for invitational travel orders for trave
OCONUS, except as indicated in paragraph b above, and d bel ow
will be forwarded to the appropriate elenment wthin HQUSACE for
review and concurrence. Requests will be transmitted on ENG Form
4960- R, Request for Approval of Foreign Travel. After review by
the responsi ble HQUSACE official, requests will be forwarded to
HQUSACE( CELD- TT) for necessary action
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~d.  Travel of foreign nationals nust be approved by ng&
Ofice of the Deputy Chiet of Staff for Intelligence (ODCSINT)
prior to issuance of invitational orders. Al requests for
travel of foreign nationals, to ir within CONUS or from CONUS to
OCONUS, will be forwarded to HQUSACE(CEPM S-FL) for coordination
and subsequent approval by DA. Arter DA approval, CEPMS-FL wil|
forward requests to CELD-TT for issuance of invitational order

e. Invitational travel orders may be issued to individuals
who are not Federal Governnent enployees or nenbers of the
uni formed services. Enpl oyees from ot her CGovernnent agencies who

travel /perform work for USACE should not be issued invitationa
travel orders. Sanple format contained in Volume 2 of the Joint
Travel Regul ations may be used.

f. Request for Invitational travel orders for famly
nmenbers of enployees will be forwarded to HQUSACE(CELD TT)
WASH DC 20313-1000 for review and/ or approval

. Travel allowances authorized for individuals traveling
under ?nV|tat|onaI travel orders are limted to those normally
aut hori zed for enployees in connection with tenporary duty.

h. An advance of funds is not allowed for persons traveling
under invitational travel orders.

2-7. NATO Travel O ders (AR 310-10).

NATO travel orders are required for US mlitary
personnel directed to travel to or through Bel gium Canada,
Denmar k, France, Cermany, Geece, lceland, Italy, Luxenbourg, the
Net her | ands, Norway, Portugal, Turkey, or the United Kingdom
NATO travel orders wll not be issued to civilian personnel

_ b. Commanders/Directors who are delegated authority to
i ssue OCONUS orders are required to ensure that NATO orders are
issued in the format shown in Appendi x D

c. The mlitary nenber will be given one copg of NATO
order. NATO orders nust be printed in English and French

2- 8. Preparation of Travel Orders.

The fund approving official will ensure that item 19 of
DD Form 1610, Request and Authorization for TDY Travel of DCD
Personnel, reflects conplete fund citation, including
appropriation nunber and title and fiscal station nunber.
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b. When travel orders include points outside the
continental United States and transportation is furnished by the
Mlitary Airlift Command (MAC) a Custoner ldentification Code

(AC will also be included in the accounting citation bl ock.

c. Al travel orders, except as indicated in subparagraph
d below, will include the amounts of estimated costs. Al
estimates will be as realistic as possible.

_ (1) "Per Dent estimate includes only costs for per
diem based on the nunber of days in travel status, apP i cabl e
rates for locations of travel each day, and reduction for any

partial day anounts.

(2) “Travel” estimate includes the cost of commercia
transrortatlon (normal |y Governnment Transportation Requests) or

travel to and fromthe tenporary duty |location by privately owned
conveyance.
(3) "other" estimate includes all costs, except those in (1)

and (2) above, for itens reinbursable to the traveler
(e.g. taxi fares, rental car costs, registration fees, use of
privately owned conveyance at place of tenporary duty, etc.).

d. Blanket travel orders will reflect a NTE dollar limt
for the fiscal year

e. Bl ock 16 of the travel order, except orders for
mlitary personnel, wll reflect any annual |eave approved in
conjunction with the TDY assignnent.

f. Commanders/Directors wll:

(1) Ensure that travel orders which authorize the use
of commercial |odging and hire of special conveyance are held to
the absol ute m ni mum

(2) Require approval by the travel aPproving of ficial,
for those travelers o utilize commercial ftacilities that are in
the vicinity of existing CGovernnent guarters, when utilization of
exi sting Government quarters would adversely affect the

performance of assigned m ssion

~ (3) Direct the requesting official and the traveler to
furnish the travel approving official specific justification, in
witing, why use of Governnent quarters is inpractical

2-6
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CHAPTER 3
TEMPORARY DUTY TRAVEL
3-1. Leave in Connection with TDY Assignnents.
a. Leave authorized for mlitary personnel wll be

approved in accordance with AR 630-5.

) b. The authority to approve annual |eave in connection
wth TDY travel OCONUS is limted to Commanders/Directors.
Approved |eave will be reflected on ENG Form 4960- R

c. Commanders/Directors should carefully evaluate all
requests for |eave in conjunction with foreign travel. The inage
that the official TDY has been arranged to afford the traveler
the opportunity to take leave in a foreign country must be

avoi ded.

. d. _Annual |eave authorized and approved will be reflected
initem 16 of DD Form 1610 for civilian personnel only.

e . Any nontechnical post conference tour taken before or
after the conclusion of a formal conference will be chargeable to

annual | eave.

3-2. Travel to High R sk Areas.

Information on the identification of specific areas
designated as high risk areas will be provided, as required by
the Assistant Secretary of Defense/lnternational Security Affairs
and Defense Intelligence Agency. Information on the
identification of specific neasures taken to reduce personne
vul nerability to terrorist acts will be protected as information
FOR OFFI Gl AL USE ONLY (FQUO .

b. Travel itineraries of high risk personnel and all general
officers or civilian equivalents wll be marked FOR OFFI Cl AL USE
ONLY, when the travel is to, or through, DoD designated potentia
threat countries or DoD designated potenti al gh si cal threat
countries. Use of security classifications CONFI DENTI AL or highter
may be used when warranted by the threat and authorized by
appropriate regulations.

o Distribution of all itineraries should be strictly
limted and classified itineraries will be automatically
decl assified upon conpletion of travel.

d. Commanders/Directors will ensure that personnel
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traveling through or to high risk areas are given threat

briefings and receive instructions on appropriate personne
security neasures to be taken when conducting such travel.
Requirenents are also contained in AR 380-5 and AR 380-67.

e. Comuanders/Directors should strictly limt TDY to or
through terrorist threatened areas.

f. Commanders/Directors wll inplenent the follow ng
procedures which are intended to |ower the synbolic profile of
travelers and increase the individual's chances of surviving a
terrorist incident:

(1) Authorize, if appropriate, reinbursenent for the
purchase of a Regular Fee (Blue) Passport, if the area travel ed
to or through is identified as a high risk area. Passport
requi rements and procedures are described in paragraph 3-12.

(2) Require the use of US facilities for billeting and
other requirenents when hosting neetings, conferences, or
sem nars in affected areas.

(3) Discourage unofficial travel to terrorist
t hreat ened areas.

(4) Require authorization for civilian clothing to be
stated on travel orders.

(5 Einmnate reference to rank and nilitary
organi zation (title) when possible. Use office synbols on orders
and tickets.

(6) Plan for use of Mlitary Airlift or Schedul ed
Mlitary Airlift Command (MAC) flights when possible.

(7) Direct that travel arrangenents, e.g., itineraries, be
made w thout reference to rank, etc.

(8) Disapprove carrying classified material unless
absol utely necessary. Send classified material through approved
channel s ahead of schedul ed travel.

(9) Authorize travelers the use of foreign flag airlines
and/or indirect routings to avoid threatened airports (only those
areas identified as high risk areas).

. Transportation officers/travel agents who arrange
travel "via an indirect routing or on a foreign flag air carrier
wll cite GAO Decision 57 Conmp Gen 519, 522 (1978) as the
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justification for using a foreign flag carrier. The use of this
citation nust be docunented in each case and attached to each
travel voucher. Commanders/Directors are remnded that this is
not authority to totally disregard the requirenment in the Joint
Travel Regulations, Volune 2, paragraph C2204-2 or the Joint
Federal Travel Regulations, Volune 1, paragraph U3125-C, to use
US certified air carriers where avail abl e.

h. Travelers who are authorized to avoid specific airports
or routings nust disenbark at the nearest interchange from point
of origin and continue the journey on an Anerican flag carrier.

In addition to the guidance provided above, mlitary
personnel are further encouraged to:

_ (1) Avoid wearing mlitary uniforns on conmerci al
aircraft when traveling through or to a terrorist threatened
ai rport.

(2) Wear nondescript civilian clothing on commercia
flights, and avoid wearing apparel clearly of U S. origin, such
as cowboy hats, belts, buckles, etc., or the wearing of
distinctive mlitary itens.

(3) Obtain witten authorization on travel orders to
wear civilian clothing when traveling on mlitary aircraft
connecting wwth a commercial flight which will transit a
terrorist threatened area.

(4) Elimnate all references to mlitary rank on docunents
used to arrange or coordinate travel, e.g., itineraries.

(5 Avoid including in hand baggage ID, mlitary rank
insignia, or duty station.

(6) Use U S facilities, i.e., BOQBEQ or other U.S.
approved facilities, when requiring overnight |odging.

) (7) Limt the nunmber of documents in their possession
which confirms affiliation wth DOD. Docunents not used for travel
shoul d be placed in checked baggage.
(8) Avoid loitering in public sections of an airport.
Wien possible, travelers should proceed expeditiously through
security check-points to secure areas to await flight.

(9) Avoid discussing mlitary association with anyone.
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3-3. Actual Expense Al |l owances (AEA)

~a. Actual expense allowances are not intended for normal,
routine travel. AEA are authorized for specific travel assignments
Wi thin and outside CONUS when:

_ (1) Necessary subsistence expenses are unusually high due to
uni que or special circunstances and paynent of a normal per diem
al l owance is inappropriate.

) SZ) The allowable per diemrate is insufficient for a
particul ar travel assignnent because of special duties or |odging
costs that have escalated tenporarily during special events.

b. Enpl oyees should nmake every effort to locate lodging at a
TDY site which does not exceed the established per diem rate. Use
the Federal Travel Directory (FTD) issued by the General Services
Adm nistration to determne rates before travel begins. Use the
nor mal procurenent channels to order the FTD.

c. The current limts established for neals and incidenta
expenses are generally adequate. Requests for excess neal costs
shoul d be the exception rather than the norm In instances where
an enployee submts a request for excess neal costs, the request
must contain justification. Expenses associated with the purchase
of wine, beer or other alcohol beverages are the responsibility of
the enpl oyee. Expenses associated with other food related
expendi tures such as snacks and coffee breaks are also the
responsibility of the enployee.

d. When attending conferences or neetings, an enpl oyee
should locate lodging at a nearby hotel/notel if the cost at the
recommended neeting site exceeds the locality per diem rates.
Normal |y, only when the host organization requires the enployee to
stay at the neeting headquarters should a request for AEA be
subm tted. However, when expenses involved result in |ower costs
(conpare additional transportation expenses, i.e., taxi, bus fares,
car rental, to travel between the neeting site and the residence
hotel ) AEA may be granted.

e. Commanders/Directors should ensure that all requests for
AEA have the approval of the appropriate travel approving official
and include a conplete justification of the circunstances relative
to the choice of | odging.

f. In addition to the criteria contained in paragraph U4215-
F, Joint Federal Travel Regulations, and C4603-6, Joint Trave
Regul ations, Volune 2 requests w |l include:
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(1) A statenent of expenses (e.g, |odging costs).

(2) The follow ng statenent: This request has been reviewed
and approved by the Travel Approving Oficial. POC is

(insert name and tel ephone nunber)

g. Requests for actual expense allowances wll be submtted

to HQUSACE (CELD-TT) WASH DC 20314-1000 NLT 10 days prior to
anticipated date of "departure.

h. Commanders/Directors will ensure that travelers submt
requests through proper channels.

i. If approval is needed for actual expense/special per
diem al | owance after travel is perfornmed, requests wll be
acconpani ed by detailed statenent show ng dates, expense itens
and anounts paid. DD Form 1351-3 will be used for that purpose.
S]ybm't rlequests to HQUSACE(CELD-TT) NLT 5 days after conpletion
of travel.

3-4. Authorization of Privately Omed Convevances.

a. Commanders/Directors wll develop and establish |ocal
travel criteria.

b. Individuals who are authorized the use of privately
owned airplanes for TDY will include in travel orders a
certification by the pilot that he/she and the aircraft to be
used neet all applicable Federal Air Regulations with respect to
the pilot qualifications and currency and aircraft air worthiness

requirenments.

. c. Al nonmlitary aircraft authorized for use_bx
indi viduals on TDY shall, at a mninmm be equipped with a
t wo-way radio.

_ d. If other official passengers are to be carried, both the
pilot-in-conmmand and the aircraft to be used shall neet the
requirements set forth in Federal Air Regulations, Part 135 for
air taxi.

3-5. Use of Rental Cars/Hre of Special Conveyances.

a. Wen it is determined that an autonobile is
required for official travel, comercial rental car conpanies
under agreenent with the MIlitary Traffic Managenent Conmand
(MIMC) should be used. However, travelers may rent vehicles
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directly from comercial conpanies. This applies to
travelers who travel to their destination by comon carrier,
e.g., airplane, train, or bus and would customarily rent
vehicle for local transportation in the destination area.
Gover nnent furni shed autonobiles should continue to be used
in_”s%hated areas where commercial rental contractors are not
avail abl e.

b. Wen an autonobile is required for official travel
performed locally or within commuting distance of an
enpl oyee' s designated post of duty, a Governnent-furnished
autonobile is the first resource. |If a Governnent-furni shed
autonobile is unavailable, a commercial rental may be used

c. Special conveyances, such as rented or hired
autonobi |l es, taxis, boats, aircraft, |ivery or other neans of
transportation, nmay be utilized by travelers in a TDY status
i f authorized and approved.

_ d. Generally, car rental is not authorized for travel
whil e attending tralnln% cour ses/ conf er ences. The need for a
car rental should only be authorized in extenuating
ci rcunst ances. Witten justification nust be submtted with
orders and approved prior to making arrangenent for rental

car.

e. Travel ers on official business are not subject to
any fee for Collision Danage Waiver and, in the event of an
accident, wll not be subject to any collision damage
responsibility (see the Federal Travel Directory). Persona
Acci dent I nsurance or Personal Effects Coverage may be
offered to the traveler but is not a prerequisite for renting
a vehicle. Wien renting from conpanies not participating in
the Mlitary Traffic Managenent Conmmand program standard
Col | i sion Damage Waiver practices wll apply. Reinbursenent
for the cost of purchasing extra collision insurance when
official travel is perforned wholly within the continenta
United States, Al aska, Hawaii, Puerto Rico, or the
territories and possessions of the United States is
pr ohi bi t ed.

3-6. Use of Government Quarters.

a. The JFTR and JTR prescribe that, although an
enpl oyee may not be required to use Governnent quarters, the
per diem paynent will not include paynent for quarters,
except when:

(1) The order issuing authority issues a statenent
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that the utilization of Governnment quarters adversely affects
the performance of the m ssion.

(2) Prior to travel, the order issuing authority, as a
result of direct communication with the Commanding O ficer
responsible for quarters at the TDY site, issues a statenent
that adequate quarters will not be avail able.

(3) The Conmmanding O ficer responsible for quarters at
the TDY site furnishes a statenment that utilization of
Governnent quarters was inpracticable.

(4) It is determned that an enployee's duties wll
require official travel in excess of 50% of the total nunber
of the enployee’'s basic admnistrative work weeks during the
current fiscal year.

b. The provisions of subparagraph a above apply to all
TDY enpl oyees, except general officers. For flag officers in
grades O7, 0-8, 0-9 and 0-10, a statenent that “the use of
exi sting Governnent quarters was not considered to be in the
best interest of the Governnent,” is required.

c. Guvilian personnel, including Senior Executive
Service (SES) are required to utilize Governnent quarters,
except when conditions outlined in subparagraph a above
exi st. Aides or other mlitary personnel traveling wth
general officers are required to utilize Governnent
facilities when avail able unless stated otherwise in trave
orders.

3-7. Use of Air Taxi Service. Only those chartered air tax
operators holding the Standardi zed Tender of Service for Passenger
Air Transportation by Chartered Air Taxi Service, approved by HQ
Mlitary Traffic Managenent Conmand, may be used for novenent of
personnel . Qui dance is provided in AR 55-355.

3-8. Use of Travel Agencies.

a. Travel agencies under contract to the U S. Governnent
may be used to secure passenger transportation

b. Commanders/Directors may not enter into unilatera
agreenents wth travel agents.

c. Travel approving officials/transportation officers wll
advi se travelers that use of travel agencies other than those under

contract to the U S. Government wll not be used to secure any
passenger transportation service under the conditions prescribed in
JFTR, Vol 1, par. U3120 and JTR, Vol 11, par. C2207-2. *
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d. If an enployee is not aware of the procedures contai ned
in the above paragraphs and purchases transportation for officia
travel with personal funds from a travel agent, the enployee wl
be reinbursed the anmount paid, not to exceed the cost which would
have been incurred if the transportation had been purchased

directly froma commercial carrier. In such cases, the travel
approving officials/transportation officers will advise the
enpl oyee that recurrence of such use of travel agents will result

in denial of any reinbursenent for the transportation purchase
unless it can be denonstrated that there was no ot her
alternative

3-9. Tenporary Duty Away from Initial location of Training
Program

Commanders/Directors will ensure that travelers who are
required to perform additional TDY away from their initial TDY
| ocation are not paid two travel allowances for the sane day.

b. JTR, Vol 111, par. C4552-2r, provides that when it
is necessary for an enployee to procure or retain |odgings for
ot her than personal convenience at nore than one |ocation on a
cal endar day, the |odging used at or close to 2400 hours w Il be
used as the | odging cost on that day. Cost of 1odging required
to be retained at the initial TDY site is reinbursable as an
al l owabl e travel expense when approved by the travel directing
official, that is, it may be in addition to the per diem payable
for the travel actually perforned.

3-10. Tenporary Duty in Connection with Attendance at Private
Organi zati on _Meeti ngs.

a, Attendance at international neetings will be prioritized
and approved on the basis of those trips which will produce the
hi ghest return to USACE. Normal ly, travel will be approved for
per sons who:

(1) Present papers at neetings.

(2) Participate in the neeting in some neani ngful way, such
as a nenber of a panel or work group.

(3) Are Oficers of the organization sponsoring the
nmeeti ng.

b. Authority to approve TDY is delegated as follows:

3-8



ER 55-1-2
Change 1
1 Nov 93

(1) From CONUS to OCONUS. Al requests will be submtted
to HQUSACE(CELD-TT), in accordance with Chapter 5.

(2) From OCONUS to CONUS. OCONUS commanders will submt
requests for personnel attending neetings in CONUS to HQUSACE
(CELD-TT).

(3) Between overseas comands. OCONUS comranders nay
approve requests submtted by personnel of their command to attend
nmeetings held within that division's or district’s boundaries. All
other requests will be submtted to HQUSACE(CELD- TT) in accordance
w th Chapter 5.

(4) Wthin CONUS:

(a) CONUS Conmanders/Directors are del egated approval
autbority for CONUS neetings held by professional societies (e.qg.,
American Society of Gvil Engineers (ASCE), Society of Anmerican
MIlitary Engineers (SAME)). This authority may be redelegated to
district commanders and division/office chiefs in grade G 13 or
hi gher. No further delegation is permtted.

(b) HQUSACE/ OCE, Directors and Chiefs of Separate Ofices
are designated approving officials for personnel attending CONUS
meetings.

Requests not included in the Quarterly Foreign Travel
Plan specified in Chapter 5 will be forwarded to HQUSACE(CELD TT),
NLT 45 days prior to anticipated date of departure. In those
i sol ated cases where this tine cannot be net, a justification for
| ate subm ssion will acconpany the request. ENG Form 4960- R,
Request for Approval of Foreign Travel, together w th acconpanying
docunents (i.e., DD Form 1610, Request and Authorization for TDY
Travel of DOD Personnel) will be forwarded to HQUSACE(CELD TT).

d. Attendance of acconpanying spouses. Generally, spouses
may travel at Governnent expense only if there exists an
unquestionable official requirement in the National interest such
as a diplomatic or public relations benefit to the country. (Refer
to JFTR, par. U7700, and JTR par. C6000.)

(1) Acconpanying spouse travel requires the approval of the
Director of the Arny Staff or the Secretary of the Arny, depending
on the node of transportation. All requests for spousal travel
wll be submtted to HQUSACE(CEZX), not l|later than three weeks
prior to the proposed travel.
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(2) Spouses granted authorization to travel are limted to
rei mbursenent for transportation only. Per diemis not authorized.

(3) Requests nust include specific information as to how
the spouse will participate in official activities and functions.

3-11. Use of Hotel/Mtel Sales Tax.

a. The Conptroller Ceneral, in his decision B-172621
16 July 1986, ruled that a Governnment enployee traveling on
official business is not exenpt from state and | ocal taxes inposed
by hotel/notel. However, his decision does not prohibit a traveler
from accepting an exenption if offered by a state, city or
county.

b. Travelers should be encouraged to query the
establishment (in advance) at the tinme |odging reservations are
requested if they may be tax exenpt and if tax exenption
certificates are acceptable. Wien a hotel/notel honors the tax
exenption status, use of the local (state) exenption formis
required.

If a request for tax exenption is refused, the traveler
has no legal basis to demand such an exenption. Taxes paid for
| odging and neals will continue to be reinbursed as part of the
traveler’s per diem

d. Conmmanders/Directors should ensure, whenever
possi ble, that tax exenpt certificates be available for those
states, cities, and local nunicipalities that exenpt federa
travelers on official business from paying hotel/notel tax.

e. Although many states, cities and local nunicipalities
offer tax exenption certificates, their use and distribution is not
permtted unless certificates are listed in the Federal Trave
Directory. This precaution is necessary to avoid the risk of
fraud, since many instances of counterfeit and other abusive usage
have been reported. Ceneric tax exenpt certificates may not be
devel oped by commands.

3-12 Passport Requirenents for Travel to H ogh R sk Areas.

a. Personnel traveling on official orders to, through, or
from“H gh Risk Areas” are authorized to obtain and carry Regul ar
Fee (BLUE) Tourist Passports.

b. Only personnel traveling via commercial air to, *
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through, or fromone of the countries identified as “H gh R sk”
are eligible for issuance of Tourist Passports.

c. Wien issued, the Tourist Passport will be carried in
addition to any other passport or docunent(s) required for entry
by the host country, e.g., ID Cards, NATO Orders. Additiona

passports, if required, will be secured in checked baggage.
d. No visas will be obtained by the Arny for inclusion in
the Tourist Passport. Travelers are responsible for securing

appropriate visas, if required.

e. Reinbursenent for Tourist Passports is authorized
under the provisions of JFTR, par. U4325-A and JTR, par. C4709.
Rei mbur senent, however, is limted solely to passports issued in
conjunction with official travel. (Note: Rei mbur senment for
Touri st Passports issued prior to 13 Septenber 1985 is not
aut hori zed.)

f. Travelers who currently possess a valid Touri st
Passport are not eligible to apply for a second Tourist Passport
nor may they be reinbursed for the Tourist Passport they
currently possess.

. Reinbursenent authority for a Tourist Passport
must be specifically stated in travel orders. Oders will cite
the appropriate paragraph of the JFTR and/or JTR

h. Upon issuance, Tourist Passports becone the sole
property of the traveler. Custody of the Tourist Passports for
future official or personal travel is a traveler’'s responsibility.

. If required by the country visited, personnel wll
travel on NO FEE (RED) Passports and/or on official orders wth
mlitary identification card. Command sponsored famly nenbers
will continue to use the HO FEE Regul ar (BLUE) Passport with an
of ficial endorsenent where required.

. The Oficial Passport or other docunent required by
AR 600-290 or the U S. Air Force Foreign Cearance Quide wll
continue to be the prinmary docunents to be used when performng
official travel, i.e., transiting, custons and inmgrations.
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i. Reinbursenment for expenses associated with acquiring a
Touri st Passport will be itemzed on DD Form 1351-2, Trave
Voucher or Subvoucher, Item 5.

3-13. SF 1169, U.S. &overnnment Transportation Request (GIR).

a. As the regionalization of travel services in Defense
Travel Regions (DTR) is instituted, the Governnment Travel System
(GIS) Corporate Charge Programwi |l be the primary nethod of
paynment for commercial air transportation. A GTIR will only be used
under special circunstances where GIS issued docunents will not be
accept ed. GIR may al so be used for those USACE activities not yet
under the DTR or using the Local Paynment of Airlines (LOPA) and/or
centralized billing system

b. GIS tickets for travel orders citing USACE C vil Wrks
funds may only be issued by the travel service office supporting
the Corporate Charge Program for the activity whose funds are
cited. Order issuing offices and travelers should be aware that a

GIS ticket will be issued only if the civil funds cited can be
charged to an account of the servicing finance and accounting
office. A GIS ticket will not be issued for orders citing civi

funds of another activity.

c. Wen a GIR is required, officials responsible for its
i ssuance will ensure that the GIR is | ogged on ENG Form 4032,
Control of Travel Oders and/or Record of T/Rs Issued, and wl
reflect the GIR nunber, date issued, and nane of the traveler
Remar ks bl ock should include itinerary.

d. Al unused GIRs, tickets, refund applications,
exchange orders, and other transportation docunents or portions
thereof will be turned in by the traveler to the Commercial Ticket
Ofice (CTQ, and/or the issuing transportation officer or to the
transportation officer nearest traveler’s duty station.
Cancel l ation of reservation will be nade as soon as it
is knowmn that travel will no |onger take place.

e. The CTO and/or transportation officer will take pronpt
action to issue a receipt for unused GIR and/or tickets and void
GIRs that have been issued and not used.

3-14. Invalidation of Insurance on MAC Flights. Alleged

inval idation of insurance by a traveler will not be justification
for exception to the use of MAC flights. Travelers are
encouraged to avail thenselves of the many standard airline

i nsurance contracts that will afford them coverage while using
MAC flights.

3-12



ER 55-1-2
Change 1
1 Nov 93

3-15. Di scounts/ G fts/Prizes/ M| eage Bonus Proqrans.

a. Wile acceptance of pronotional material s/services or
enrollment in mleage accumul ation prograns is not nandatory,
Conmmanders/ Directors should encourage travelers to participate to
hel p reduce overall costs of official travel.

b. Enployees are obligated to account for any gift,
gratuity or benefit received from private sources when performng
official travel. This includes pronotional materials given by
airlines, rental car conpanies and hotel/notels, such as bonus
flights or reduced-fare coupons.

¢c. Wien an enpl oyee receives pronotional material, the
enpl oyee is accepting it on behalf of the Governnment. Al rights
to gifts, rizes, incentives, benefits and services becone the
property of the Governnent and rnust be relinquished.

d. Enpl oyees may keep itenms of nom nal intrinsic value
(e.g., pens, pencils or calendars) or itens offered for custoner
relations purposes (e.g., free wine on delayed flights).

e. Enployees are encouraged to enroll in mleage
accunul ati on (FREQUENT FLYER) programs to gain full or discounted
travel which would ultimately accrue to the Governnent.

Enpl oyees shoul d be advised that any mleage credits earned are
the property of the CGovernnent and that official and personal
credits should not be m xed.

_ f.  Enployees nust turn in travel bonuses carrying
expiration dates, and nontransferable travel coupons, even if
t hey cannot be used by the Governnent for future official travel.

. Empl oyees accepting pronotional materials must turn in
material or docunents to the nearest transportation officer

(1) Transferable tickets, coupons or certificates
shoul d be used/applied toward future official travel of enployees
traveling for the activity.

(2) Nontransferable tickets or other discount
docunents should be turned in and applied to future travel
requi rements of the individual. \enever possible, docunents
shoul d be requested in the nane of the U S. Governnent or the
Department of the Arny.

h. Pronotional coupons that carry a cash-surrender val ue
shoul d be redeened i mediately. Cash received from redeened
coupons should be turned in to the finance and accounting office.
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i. Trading stanps, precious netals and physical articles,
such as clocks, sports equipment, appliances and |uggage, should
be turned in to the appropriate office responsible for supply and
accountability.

. Tickets, coupons or certificates turned in by the
travel er that cannot be used should be disposed of in accordance
with appropriate property disposition procedures. If price
reductions in lieu of trading stamps, precious netals and physica
articles cannot be negotiated and if the activity has no practical
use for these itenms, Commanders/Directors, or designee, should
arrange for transfer of the property to a nearby Federal Hospital
or simlar institution that is operated, nanaged or supervised by
the DOD or the Veterans Adm nistration.

k. Procurenent of transportation for official purposes is
based on cost effectiveness rather than participation in
pronotional progranms. Consequently, all policies relating to
routing and selection of nobdes/carriers remain unchanged.

Travel ers shoul d be warned agai nst patronizing or requesting the
transportation officer/travel agency to select carriers solely
for the purpose of receiving the extra benefits that may be
provi ded by any particular carrier.

3-16. Travel Voucher Revi ew and Approval

' a. Al DD Forns 1351-2, Travel Voucher or Subvoucher,
will be approved by a duly authorized travel approving official.

b. All travel vouchers or subvouchers will be reviewed to
ensure as a mnimumthat:

(1) daimis presented on an original travel voucher
with an original signature and date.

(2) The administrative data on the voucher agrees
with the orders. The conplete fund citation is reflected on the
voucher .

(3) Oiginal receipts for rental cars and |odging are
attached.

(4) Vouchers reflect any |eave taken; if no |eave
taken, vouchers nust reflect none.

(5) Advance and partial paynents are properly
i ndi cated in appropriate bl ock.
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(6) Statenent of nonavailability for quarters is
attached, when applicable (mlitary and civilian personnel).

(7) Statenment of non-availability for neals is
attached, when applicable (mlitary personnel).

(8) The claimis reasonable and consistent with the
mssion, and clains for reinbursenent are in harnmony wth
aut hori zations on the travel order.

(9) If rental car is authorized, the nobst econom ca
car was used to performthe TDY assignnment. Wen a travel agent
or transportation officer has nmade rental car reservations under
the Mlitary Traffic Managenent Command (MIMc) contract rates and
the size of car used was appropriate for the m ssion (nunber of
people or |oad requirenents), the nost economcal Car is
considered to have been used. Ot herwi se, the reviewer nust
determne that the rate and size of car were in accordance with
the requirenents for using the nost economcal car to performthe
TDY requirements. Determne if the traveler acted in a prudent
manner by filling the gas tank prior to turn-in or the car was
refueled by the rental car conpany at a nuch higher cost.

(10) Traveler did not use nore days than necessary to
perform the mssion or request reinbursement for additiona
expenses incurred for personal conveni ence or pleasure.

(11) Al clainms in excess of $25 are supported by a
receipt.

(12) When foreign currency is used while on officia
busi ness, travelers report their reinbursabl e expenditures, by
items, in foreign currency converted into U S. dollars at the
rate(s) of exchange at which the currency was obtai ned. The
rates of conversion and the comm ssion charges nust be shown on
t he voucher.

c. After the review is conpleted, the travel approving
official will type, wite or stanp “revi ewed and approved (date)”
and sign in the upper right corner of the DD Form 1351-2,
using the 1/2 space just above bl ock 10.

d. Approval of a designated official is required on
travel vouchers when the enployee clains expenses not authorized
by a travel order. Al approvals wil be nade at the travel
approving official |evel by signature above block 10. Itens that
requi re approval should be shown on the original DD Form 1351-2
in the Remarks Section, block 26. Signature in block 6 and block *

3-15



ER 55-1-2
Change 1
1 Nov 93

27 are no |onger required. The followi ng are exanples of
expenses that require approval:

(1) The hire of a special conveyance (e.g., taxi or
rental car) when specific authorization was not contained in the
travel order.

(2) Local travel perforned within and around duty stations.
(3) Oficial long distance tel ephone calls.

(4) Questions of prudence/necessity that cannot be resolved
when the facts presented do not contain sufficient authority for,
or a conplete record of, the travel and duty perforned.

e. A specific designation is required for each officia
authorized to review and approve travel vouchers. The
designation will be made on an authenticated DD Form 577
(Signature Card) which will be furnished to the paying finance
and accounting office. The signature card will include a
statement as to the specific type(s) of travel which nay be
approved by the designated official, e.g., “to review and approve
TDY and PCS travel vouchers of (organization(s))” and/or “to
approve local travel vouchers of (organization(s)),” and “to
approve long distance calls.” The statement nust include all of
the types of travel which may be approved and, if applicable,
nmust specifically authorize approval of |ong distance calls.

f. Fi nance and Accounting officers nust ensure that the
designated travel approving official has signed above block 10 to
indicate that the travel voucher has been reviewed and approved
before a travel voucher is paid. This requirement wll be
included in the quality assurance review checklist.

g. Comanders/Directors nmay establish internal procedures
whereby first-line supervisors may review vouchers and provide
their recommendations to the travel approving officials.

However, only travel approving officials will sign above bl ock
10.

h. In any case where fraud is suspected, the voucher
should inmediately be referred to the office of Security and Law
Enf or cenment .

i Travelers will indicate on the travel voucher whether

t he Governnment Transportation Request was used, unused, |ost or
st ol en.
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CHAPTER 4
FUNDI NG

4-1. Travel of HQUSACE and OCE Personnel for Field Operating
Activities.

a. Mlitary Field Funding. Travel expenses for personnel
from HQUSACE and OCE will be funded by the USACE Command activit
requesting the service of HQUSACE and OCE representatives when the
services provided will be charged to mlitary project or activity
funds. These requests will be limted towork which normally would
be perforned on-site if the expertise were avail able. Expenses of
field trips for qu?oses such as general inspection, genera
supervision, and auditing will be charged to HQUSACE and OCE Trave

f unds.

b. Cvil Field Funding. Travel expenses for personnel
from HQUSACE will be charged to project funds only when the
travel contributes directly to the acconplishnment of the project.
The general guide is, projects benefit directly when the service
performed would be perforned in the district 1f the expertise
were available. However, a permssible exception would be
consulting service or assistance requested I1n witing. Wen
HQUSACE personnel are actually engaged in design or redesign,
travel costs incurred are also(froperly chargeabl e to project
funds. The term “actually engaged” is intended to cover only
t hose HQUSACE personnel directly in the design and redesign
actions, not those engaged in supervision and review.

é? Tenporary Duty Travel of USACE Personnel for Another
icé.

a. Wien a USACE enpl oyee perfornms TDY travel for which the
exPenses will be reinbursed by another Departnent of Defense
O fice, authorization and payment of travel expenses should be
acconplished by use of DD Form 448, Mlitary |nterdepartnental
Purchase Request (M PR). They may be acconplished by direct
citation of the funding office funds on the travel order or
i ssuance of the travel order by the funding office when necessary,
but the traveler will not be able to obtain a GIS ticket except
fromthe travel office supporting the funding activity for a civil
wor ks fund citation.

(1) DD Form 448. Rei nmbursement by another office
shoul d be authorized and funded by DD Form 448. This procedure
allows the traveler to obtain a local travel advance, assures
that the proper finance and accounting office receives the
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appropriate records for posting to DD Form 1588, Record of Travel
Payments, allows the traveler to obtain a GIS ticket locally for a
civil works fund citation, and prevents attenpts by other agencies
to cross-disburse civil funds, which is prohibited.

(2) Drect Fund Gte.

(a) Wien mlitary funds are cited and the o
traveler’s finance and accounting office can disburse mlitary
funds, a direct citation of the requesting office funds may be
used on the travel order when a non-USACE office will not 1ssue
or accept a DD Form 448. |f a travel advance is issued for a
direct fund citation the advance should be pronptly transferred
to the requesting office and appropriate records nmaintained with
adequate procedures to assure recoupnent of the advance upon
settlement of the travel voucher. Conpl i ance with the provisions
of Arnmy regulations is required.

(b) A direct citation of civil funds may be used _
when necessary in energency situations if use of DD Form 448 is
i npractical due to tine constraints or conflict with policy of a
non- USACE office. The travel order must specifically identify
the nanme and-address of the appropriate office to be billed for
all costs. A direct fund citation nust be a witten
aut hori zation and the issuing finance and accounting officer nust
certify fund availability. The traveler will only be able to
obtain a GIS ticket fromthe travel office supporting the funding
activity. Paynment of a travel advance or travel voucher for
rei mbursenment of travel expenses may only be made by the disbursing
station stated in the fund citation unless that station has issued
an official request for reinbursable services authorizing paynent
of the advance by another disbursing station. The travel order
must state in item 16 that a travel advance and the travel voucher
may only be paid by the disbursing station identified in the fund
citation. A copy of the travel order nust be furnished to the
di sbursing station identified in the fund citation.

(3) Oders issued by funding office. A travel order
may be issued by the funding office for an enployee of another
office when required by unusual circumstances. \Wen this
procedure is used, the follow ng provisions are required:

(a) The enployee's supervisor and travel _
approving official nust concur with the travel assignnment.

b) A travel advance for CGvil Wrks funds ma

(
only be issued by the disbursing station stated in t%e fund
citation.
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(c) GIS tickets must be obtained fromthe travel office
supporting the funding activity.

(d) Al travel paynents for Gvil Wrks funds
must be paid by the disbursing station stated in the fund
citation.

. (e) Copies of the paid travel documents nust be
furnished to the enployee's servicing finance and accounting
office for posting to the DD Form 1588.

b. Travel of USACE personnel for another office should be
closely coordinated in advance of actual travel to preclude
hardship on the part of the traveler, especially when a trave
advance is necessary for performance of travel. Travel funded by
DD Form 448 is preferable for maxi mum fund control and
efficiency in processing travel advances and rei nbursenent
vouchers. Wien a direct fund citation is necessary the traveler
must be aware that a travel advance can only be issued by the
finance and accounting officer whose funds are cited and a GIS
ticket nmust be obtained fromthe travel office supporting and
funding activity. In such a case the advance can be made if the
issuing office 1s at the travel destination. (Oherw se, travel
must be perfornmed w thout an advance or the advance nust be nail ed
to the traveler.

4- 3. | ssuance of Travel Advances.

a. Ampbunt authorized for travel advances.

(1) A maximum travel advance is limted to 80% of the
per dien1rate(s)_ggpllcable to the enployee’s TDY point(s) plus
100% of ot her reinbursabl e expenses.

(2) The anount of a travel advance for an enpl oyee
aut hori zed to have a Governnent sponsored charge card is |imted
not to exceed the estimated anounts shown on the travel order for
meal s and incidental expenses (M& E) of CONUS per diem or 50% of
the estimated OCONUS per diem anount, plus 100% of the estimated
ot her reinbursabl e expenses anount not payable by the CGovernnent
char ge card. The estinmated per diem anmount nust be an accurate
estimate of the required per diem for the tinme necessary to
conplete the approved travel, including partial day anounts. It
does not include any expenses other than the daily authorized per
diem for the nunber of days in travel status. The estimted
ot her reinbursabl e expenses anmobunt nust be an accurate estimte
of necessary expenses in consideration of the circunstances
i nvolved for the approved travel.
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(3) In sone instances a travel advance may be approved
for an anount not to exceed the maxi num travel advance limt.
Approval docunentation nust be signed by the travel apProving
official and submtted to the finance and accounting officer with
the request for advance. The approval nay be made with a
statenent in the remarks section of a travel order when
appropri ate. This provision is applicable under the foll ow ng
cl rcunst ances:

(a) A travel advance for an enployee who is not _
authorized to have a governnment sponsored charge card. This
provi sion does not apply to any enployee who is eligible to have
a card regardl ess of whether the enployee actually has one.

Enpl oyees are considered to be eligible to have governnent
sponsored charge cards if they neet the basic qualification
criteria such as performng TDY travel two or nore tines a year.
Any enpl oyee whose card has been revoked is considered to have
been authorized to have one for travel advance purposes and is
therefore not included in this provision.

(b) 1t is known in advance that najor travel
expenses are not chargeable to a governnent sponsored charge
card. This provision includes expenses at renote areas where it
is known that the card cannot be used. In these instances the
anount of the advance should be increased only for the expenses
not chargeable to the charge card.

(4) The advance authorized block on the travel order,
DD Form 1610 nust be left blank. The finance and accounting
grflfer will determne the advance anpbunt and conplete this
ock.

b. Payment of travel advances.

(1) Authorized tenmporary duty (TDY) travel advances
may be paid by travelers checks or treasury checks. Local policy
may be established to control this option. However, treasury
checks should be used when the traveler does not intend to retain
travel ers checks for use during the course of travel.

(2) Permanent change of station (PCS) travel advances
na% be paid by travelers checks for per diem and tenporary _
subsi stence expenses when authorized by the servicing disbursing
of ficer. O herwise, all PCS travel advances will be nmade by
treasury check. Wen a partial PCS advance is paid by travelers
checks, the disbursing officer nust establish adequate controls
to prevent issuance of a duplicate advance by treasury check

(3) The m ninmum anount of an advance to be paid by
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travel ers checks is $100.00. Travelers checks are available in
denom nations of $20.00 or higher and are packaged in various
multiples with a mnimum anount of $100.00. In order to avoid
unnecessary financial hardship, a $100.00 travel advance nay be
paid by travelers checks when this anount does not exceed the
maxi mum travel advance limt. Simlarly, an advance anount nay

be increased to the next available travel ers check package

conbi nati on anobunt when the authorized advance anount exceeds an
avai | abl e package conbination anount by $25.00 or nore as |long as
the maxi num travel advance |imt is not exceeded. This provision
to increase an advance anount is authorized w thout specific
approval of the travel approving official.

_ (42 A travel advance may not be paid through an
inprest fund, except at renpte |ocations where travel ers checks
are not available and the travel requirenent is not known in tine
to obtain an advance by treasury check. Conpliance with

AR 37-103 is required, and the ener?ency conditions nust be
docunented and approved by the travel approving official. A

rei mbur senent voucher for the inprest fund paynent nust be
submtted to the servicing finance and accounting officer wthin
two work days after the advance is paid.

c. Permanent or retained advances. Pernmenant or retained
travel advances may be authorized in accordance with AR 37-106,
paragraph 14-4 and the follow ng provisions:

(1) For a traveler with a Governnent sponsored charge card,
the anount of the permanent or retained advance nmay not exceed the
estimated anount of travel advance which would be otherw se
aut hori zed for out of pocket expenses for a period not exceeding a
maxi mum of 45 days.

(2) A permanent or retained advance may only be issued
to an enpl oyee who would otherwi se have an unsettl ed advance 90%

of the tine.

(3) The anmount of a permanent or retained advance may
not exceed the average anount that the enployee would otherw se
be authorized for per diem on individual trip advances. The
average anount should be determ ned by adding the estinmated
advance anmounts for projected travel and dividing by the nunber
of nonths invol ved.

(4) An individual with a permanent or retained advance
may not be issued additional separate travel advances.

d. An advance for a travel order citing USACE G vil Wrks
funds (96XXXXX) may only be paid by the disbursing officer whose

4-5



ER 55-1-2
1 May 93

fiscal station nunmber (FSN) is included in the fund citation

unl ess a reinbursable order (DD Form 448) is issued for the
amount of the advance. This restriction includes issuance of
travel ers checks only by an agent whose paynents to Cticorp are
made by the FSN cited on the travel order.

e. Rei mbursenent to Giticorp for travelers checks issued
must be paid at least twice a week by disbursing officers. Wen
the daily amount of travelers checks issued is high or the
issuing office is at a renote location and the data is nailed to
t he disbursing officer, reinbursenent to Cticorp should be nore
frequent. This requirenent is necessary to provide pronpt
aynment to Citicorp in an effort to avold instances of negative
| oat days. The USACE agreenent with Gticorp provides for daily
rei mbursenent for travelers checks issued, so all disbursing
of ficers nust exercise prudent procedures for pronpt
rei mbursenent in consideration of dollar anounts invol ved.

4- 4, | ssuance of CGovernnent Transportati on Request (GIR) and
Governnent Bill of Lading (GBL) with CGvil Wrks Fund
Citation.

a. In any instance where a Government Transportation
Request (GIR) or a Governnent Bill of Lading (GBL) may be issued
with a USACE Cvil Wrks fund citation, the fund citation nust be
conplete with appropriation nunber, appropriation title, fiscal

station nunber, and correct billing nane and address. = A Gvil
Wrks fund citation may not be used on a GIR or GBL with a
billing address for the Defense Finance and Accounting Service -

| ndi anapolis Center (DFAS-1) regardless of where the GIR or

GBL is Issued. Since nbst GIRs and GBLs for Arny installations
are preprinted with the DFAS-I billing address, special attention
is required when Gvil Wrks funds are cited.

b. In any instance when it is necessary to furnish a Cvil
Wrks fund citation to another office for GIR and GBL, or PCS
travel order, the office issui ng the fund citation is responsible
to ensure that the conplete fund citation and correct billing
nane and address are appropriately included on the docunent. All
Cvil Wrks funded transportation bills msdirected to DFAS-I for
paynment are referred to HQUSACE for paynent. Since HQUSACE does
not pay these bills, they nust be returned to the vendor for
redirecting to the appropriate office. Continuing instanses of
transportation bills referred to HQUSACE will be identified to
the appropriate division or separate office for an explanation of
the cause for the inproper billing and corrective action taken to

prevent reoccurrence.
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CHAPTER 5

FORElI GN TRAVEL

5-1. Cener al .

~a. For the purposes of this chapter, “foreign travel”
or “international travel” is defined as all travel outside
the 50 states of the United States of Anmerica.

b. In order to ensure that USACE internationa
activities are conducted in a nanner consistent with
applicable U'S. Governnment rules and regul ati ons and QASA(CW
policies, all official travel to a foreign country for non-
mlitary related purposes, requires OASA(CW approval
This includes civil works funded as well as reinbursable
funded travel

c. Mssions conbining FMS related plus other purposes
not in direct support of U S. Forces overseas require
QASA(CW approval .

d. Foreign travel approval procedures required to
i npl ement international reinbursable technical assistance
projects will be addressed on a case-by-case basis.

e. The Ofice of Interagency and Internationa
Activities is the OASA(CW managenent official for USACE

foreign travel

f. Commanders/Directors will ensure that all USACE, DA
and DOD requirenments for foreign travel are adhered to, when
USACE personnel are traveling under the sponsorship of other
U S. CGovernment agencies. Wen travel is perforned as part
of work for another U S. Governnent agency (e.g., Departnent
of Energy), USACE personnel cannot assume that the other U S
Governnent agency wll satisfactorily conplete all security
cl earances and rel ated requirenents.

5-2. Conf erences, Synposia, and WAorkshops. Travel to
conferences, synposia, and workshops will be limted to a

maxi mum of five USACE personnel and a maxi num of seven days,
including travel tinme and site visits, unless otherw se
approved by the OASA(CW. USACE personnel should focus on
the segnent of the conference nbst beneficial to USACE

5-3. Mlitary-Related Foreign Travel. Routine travel
strictly related to an approved activity does not require
QCASA(CW approval when in support of mlitary construction
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(MLCON) or projects in direct support of U S. forces
overseas, (e.g., Non-Appropriated Funds); a Commander in
Chief’s (CONC S) mssion in direct support of U S. forces
overseas; Foreign Mlitary Sales (FVM5) Cases; the African
Cvic Action Program (ACAP); or the North Anmerican Treaty
Organi zation. The primary tes to determine if work is in
direct support of US. forces overseas is whether the U.S.
mlitary or the foreign country will ultimately benefit from

the project(s).

5-4. Mlitary Funded Foreign Travel Not in Direct Support of
U S. Forces Overseas. \Wen travel is mlitary funded but is
not in direct support of U S. forces overseas, approval is
required by OASA(CW, if to a destination on the OASA(CW's
list of sensitive countries. This category of travel

i ncludes reinbursable mlitary funded travel from another DCD
agency, approved FM5S cases and ACAP projects. HQUSACE
(CECWI) is the point of contact for the Countries of

| nterest.

5-5. Geographic Areas Not Requiring OASA(CW Approval .

a. Travel to the OCONUS areas identified bel ow which
is in direct support of routine mssion or approved project
agreenents does not require OASA(CW approval unless the area
is included in the OCASA(CW Ilist of Countries of Interest:

1) Commonweal th of Puerto Rico

N

(
(2) Commonweal th of Northern Mariana |slands
(3) US. Virgin Islands
(4) Anerican Sanpa
(5 Guam
(6) Trust Territory of Palau
(7) Al aska
(8 Hawaii
~b. Wien in doubt if the proposed foreign travel
{gqlu—IIQrJ%SACéSng?Na 32?2?\?%& itct]r?. requests should be subnitted

5-6. Energency Foreign Travel. |f imediate approval of
oversea travel is required due to a nonmlitary energency,
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requests should be telephonically coordinated with the office
of Interagency and International Activities (CECWM1) which,
in turn, wll ensure coordination with the OQASA(CW. After
normal duty hours, phone nunbers are available from the
HQUSACE Staff Duty Oficer.

5-7. Participation in International O ganization. Policy
related to participation in International Organizations is
bei ng devel oped by HQUSACE (CECWI).

5-8. Prohi bition Gcgai nst Accepting Host Nation Paynent of
Travel Expenses. ACE personnel will not engage in
exchanges wherein the host country pays |ocal travel, food,
and/ or | odgi ng expenses while in the host country. Further
policy guidance is being devel oped by HQUSACE(CECW1).

5-9. Quarterly Foreign Travel Plan (CFTP).

a. The purpose of the QFTP is to attain the QASA(CW
approval or disapproval of all civil funded prograned travel
to foreign countries. The COFTP provides information that
will be used to determne distribution of the civil funded
foreign travel ceiling. The plan also provides information
of USACE involvenment in international activities to the
OASASCW. All trips in which the ultimte funding source is
civil works will be included in the TP. Maj or subordinate
Commands (MSC), Laboratories and FOA will review and provide
a consolidated QFTP prior to the beginning of each quarter.
The QFTP schedule is as follows:

(1) From the Laboratories to HQUSACE(CELD-T) NLT 45
days prior to the beginning of each quarter.

(2) From each MSC, FOA and HQUSACE staff elenent to
HQJS{ACE(CELDT) NLT 45 days prior to the beginning of each
quarter.

(3) From HQUSACE (CELD-T) to CECW1, CERD-L, and the
QASA(CW NLT 35 days prior to the beginning of each quarter.

(4) Wthin 30 days prior to the beginning of each
quarter, CECWI wll schedule a nmeeting wwth the OASA(CW and
reprelsent atives from CELD-T and CERD-L to review requested
travel .

(5) From HQUSACE(CELD-T) to each MSC, Lab, and HQUSACE

staff elenment NLT 21 days prior to the beginning of each
quarter.

5-3



ER 55-1-2
1 May 93
_ b. The TP w Il consist of a consolidated sunmarized
list of trips, ENG Gorms 4960-R (Appendix E), and an offici al
program if available, for each trip listed. DD Form 1610
will not be included in the QFTP.

C.. The summarized list will consist of the follow ng

information, civil funded trips broken down by divisions and
districts:

(1) Name of traveler(s).

(2) Destination(s).

(3) Date of departure.

(4) Nunber of days of TDY.

(6) Purpose(s).

(7) Type of Funding (civil or mlitary)

The proposed TP will be reviewed by HQUSACE and
ASA(C,W ‘and anr?ot e?t ed toqzl ndi cat e: Y

(1) Trips which are approved.

(2) Trips which require additional information for
separ at e "approval .

(3) Trips which are disapproved.

(4) Approved trips which require submssion of Trip
Reports.

5-10. Procedures for HOQUSACE and OASA(CW Annotations of

TP,
A\ﬂ proved. Personnel are authorized to proceed wth
t he travel thin the stated paraneters and any noted

condi ti ons.

%_ Form 1610 will be submtted to HQUSACE
(CELD-TT NLT 45 days prior to departure unless authority is
ot herwi se del egated in Chapter 2 of this regulation.

Indicate in item #16, “This travel has been approved by

QASA(CW on the q:TP. ”
(2) HQUSACE(CELD-TT) will verify order against the

approve QFTP, authenticate and return the travel order to the
requesting command.
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b. Addi tional information.

(1) Wien required, submt additional correspondence
whi ch may be necessary to satisff/ the OASA(CW or other
HQUSACE el enent requirenments, NLT 10 days after receipt of
the annotated QFTP.

(2) HQUSACE will review input and, upon concurrence,
forward to the QASA(CW.

(3) OASA(CW will notify CECWI| or CERD-L of _
approval / di sapproval of the request who will, in turn, notify
CELD-TT.

(4) HQUSACE(CELD-TT) wll forward approval/
di sapproval to the requesting conmand.

5-11. Trip Reports. Trip reports are required for all
foreign travel involving neeting with forei %n gover nnent
officials, as specified in the approved QFTP, or as otherw se
required. Travel in connection with JC is exenpt, except
for sensitive subjects and Proj ects. The individual making

the trip, or in the case of travel by a group, the senior
menber of the group will submt the report.

(a) Trip reports, when required will be submtted to
HQUSACE( CECW 1) or (CERD-L) respectively, in triplicate,
NLT 30 days after conpletion of travel.

W) HQUSACE will review reports and forward to the
OASA( CW .

5-12. Unprogranmmed Travel. |If a requirenent for foreign
travel arises after the QFTP has been submtted, and the
travel is of a nature reguiring OQASA(CW approval, the travel
request wll be processed on an individual basis. Such
unprogramred travel should be kept to a m nimum by
effectivelyﬁ)]l anni ng and proj ectinP travel requirenments on
the QFTP. e procedures to be followed are:

a. Cont act HQUSACE(CECW 1) or HQUSACE(CERD-L), to
request separate approval.

b. Submt ENG Form 4960-R, DD Form 1610 and offici al
program if applicable, to HQUSACE(CELD TT) NLT 45 days prior
to departure.

C. HQUSACE wi Il review input and if recomended,
coordinate wth QASA(CW for approval.

5-5



ER 55-1-2
1 May 93

d. HQUSACE(CELD-TT) wll forward approval/disapproval
to the requesting comrmand.

5-13. Submi ssion of Orders to HOUSACE. Conmander/Directors
(CONUS) Wil submt all TDY orders, 1ncluding those pre-
approved on the QFTP, to HQUSACE(CELD-TT) for review and
aut hentication, NLT 45 days prior to anticipated date of
departure. Commander s/ Directors del egated authority in
paragraph 2-l1c(l) and (2) need not submt TDY orders to
HQUSACE.

5-14. Cvil Wrks Funded Foreiagn Travel Report
(RCS: CELD 19).

~a. Purpose. USACE has an OASA(%_ est abl i shed annual
ceiling as to the amount of civil funds ich can be expended
for foreign travel. In order to keep the QASA(CW i nforned

of the status of the expenditures, Commander/Directors wll
submit a quarterly report to HQUSACE(CELD- T) NLT 15 cal endar
days after the quarter has ended. Negative replies are
required. The report will be unclassified. Identify
separately locally approved civil funded foreign travel by
Corps enployees. Each quarterly report will contain the
followi ng information:

(1) Report trips in which civil funds were expended
in that quarter. For the purpose of this report civil funds
nmeans the "ultimte" funding source, not necessarily the
fundi ng shown on the DD Form 1610. List only trips in which
the ultimate funding was Corps civil funds. ~Do not report
trips that were ultimately rps mlitary or rei nbursaBIe
from ot her than USACE.

(2) Provide any updated actual amounts for trips that
were reported as estimated anmounts on prior reports.

(3) Add any data that was changed, omtted or
erroneously reported on prior reports.

b. Trips to U S. territories/possessions specified in
para 5-5a. are not considered as foreign travel; therefore,
civil funds expended for these trips need not be reported to
HQUSACE( CELD-T) .

c. Reporting Activities. The organization to which
the travel er was assigned at the tine of the travel should
report his/her travel. List any trips which are reinburesed
with civil funds from another organization indicating the
| ocation of the ultimate funding source. Wen invitational
orders are issued, the organization requesting the travel
will report the travel. The report will be prepared by the
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el ements shown bel ow

(1) Each MSC (one consolidated report should be
submtted for the division and districts).

(2) Each separate HQUSACE el enent.
(3) Each I aboratory.

d. Report content. The report will consist of the
followi ng information:

(1) Name of traveler.

(2) Destination(s) (location in which business is to
be conduct ed. Do not list transit points).

(3) Date of departure.

(4) Nunber of days of TDY.

(5) Purpose(s).

(6) Total of estimated cost (nust be taken from the
total estimated cost block found in item #14 of DD Form
1610).

(7) Total actual cost (the amobunt nust be taken from
paid vouchers and airline ticket stubs/GIRs). This
information may not be available when trip is initially
reported, but should be provided in later reports.

5-15. Contacts with Foreign Governnments. Policy related to
contacts with Foreign Governnents is being devel oped by
HQUSACE( CECW 1 ) .

5-16. Use of United States-Oaned Foreign Currencies.

a. Every effort will be nade to use U S. -owned
excess currencies for international travel and transportation
W thout regard to origin or destination.

b. Procedures and policy are contained in AR 37-103.
5-17. Foreign Travel Security Briefing.

a. Paragraph 10-104, AR 380-5 and paragraph 9-203, AR
380-67 require that all personnel who have access to
classified defense information be given a foreign travel
briefing, before travel, to alert themto possible
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expl oitation under the follow ng circunstances:

(1) Travel to or through comunist controlled
countries.

_ ﬁ2) Attendance at international scientific,
technical, engineering or other professional neetings in the
US. or in any country outside the U S where it can be
anticipated that representatives of communist controlled
countries will participate or be in attendance.

b. Individuals who travel frequently, or attend or
host neetings of foreign visitors as reflected in paragraph
a(2) above, need not be briefed for each occasion, but shal
be provided a thorough briefing at |east once every 6 nonths
and a general rem nder of security responsibilities before
each such activity. These briefings can be arranged through
HQUSACE, O fice of Security and Law Enforcenent (CEPMYS).
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CHAPTER 6

CLEARANCE REQUI REMENTS AND PROCEDURES FOR TRAVEL
OUTSI DE CONTI NENTAL UNI TED STATES ( OCONUS)

6- 1. CGeneral . This chapter will be used in conjunction with AR
1-40 and DoD 4500. 54- G

A country, t heater and/or special area clearance
(hereafter referred to as clearance) is required for travel OCONUS,
except as otherw se indicated in DoD 4500. 54-G

b. Commanders/Directors wll:

_ (1) Ensure that appropriate clearance(s) are obtained
prior to actual travel of personnel.

(2) Designate a travel clearance nmanager who will be
responsi bl e for processing nessages requesting clearance(s).

6- 2. O earance for Senior USACE Oficials. General officers and
their civilian equivalent (SES) are likely targets of terrorist
attacks or incidents whenever they travel OCONUS and the
increasing threat requires additional efforts to insure their
personal safety. The disclosure of sensitive information
provided in travel itineraries and other rosters/agenda for
senior officials are of inportance and value to terrorist

organi zati ons and i ndi vidual s. This vulnerability of key
officials, increased by publicity and high day-to-day visibility,
can be effectively reduced by restricting access to novenent
arrangenent s. To reduce officials vulnerability, all foreign
travel itineraries and other rosters/agenda for general officers
and civilian equivalents will be marked FOR OFFI Cl AL USE ONLY
Exceptions include travel docunments, such as airline tickets or
orders which must be displayed to uncleared personnel to arrange
travel. Mlitary rank and position should be omtted on itens such
as airline tickets.

6- 3. Foreign Travel Policy Briefing. Commanders/Directors w |
ensure that their security officers are notified at |east 15 days
rior to commencenent of travel to permt adequate scheduling o

riefing as nmay be necessary.

6- 4. Subm ssion _of O earance Requests.

Travelers will submt requests for clearance to t
cl earance manager on DA Form 2374-R, Notification of Foreig
Visit. Sample format for preparation of DA Form 2374-R is

he
n
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shown at pa?e F-1. DA Form 2374-R (page F-2) wll be
reproduced locally.

" b. The official designated as the travel clearance nanager
will:

(1)  Qotain and keep current the Departnent of Defense
Foreign O earance Quide (FCG.

(2) Ensure that personnel applying for OCONUS travel
meet all clearance requirenents of the F ARs that apply, and
| ocal policies.

(3) Request authority to obtain clearance from
CELD-TT, NLT 45 days prior to departure. Approval nust be
reqluegt ed in witing, preferable via Corpsnail. The request will
i ncl ude:

(a) Nane, grade and social security nunber of
travel er(s).

(b) Details of Visit (purpose).

(c) Itinerary (to include date, city and country
to be visited).

_ c. CELD-TT's approval wll include an authorization code.
This code nust be included in each nessage prepared requesting
clearance. The following statement will be included in each

nmessage: “HQUSACE(CELD-TT) has approved request for countr)é,
theater, or special area clearance (use whichever is applicable) by

aut horization code -------------- R LR EE LR .
(I'ist authorization code nunber).

d. A copy of outgoing clearance nessages and a copy of all
cl earances received will be furnished CEPM5-S. To acconplish this,
include CEPM'S as an information addressee on all outgoing
cl earance requests.
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CHAPTER 7
LOCAL TRAVEL
7-1. CGeneral . General ly, per diem all owances are not authorized

when an enpl oyee does not incur additional subsistence expenses
because of a tenporary duty assignnment in the vicinity of, but
outside, the permanent duty station area, regardl ess of whether
traygl begins or ends at the enployee's place of duty or at the
resi dence.

7-2. Tenporary Duty at Nearby Places Qutside the Permanent Duty
Station Area. Commanders/Directors will establish local trave
policies on tenporary duty assignnents, whether they should be
performed on |ocal travel basis, continuous basis, or whether
enpl oyees should be directed to return hone on nonwork days.

7- 3. Designation of Local Travel Area. Commanders/Directors

will ensure that a local travel area has been designated, defined
by geographi ¢ boundaries, for each duty station in their conmand,
provided this will not conflict with express contractua

provi sions or past practice which relates to enployees in

excl usive bargai ning units. In those cases where union contracts
or existing practices are in conflict with this policy, exception
is granted to deviate. However, at the tinme of contract

negoti ation, every effort should be nade to conformw th the
policy incorporating geographical boundaries.
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CHAPTER 8
TRAVEL SUPPORT FORVB
8- 1. CGeneral . The forns listed herein are prescribed to support

travel and transportation activities. Forns are avail able

t hrough normal publications supply channels except ENG Form
4743-R, ENG Form 4960-R and DA Form 2374-R, which are avail able

t hrough | ocal reproduction. Forms will be reproduced locally on 8
1/2 by 11 inch paper.

8- 2. Engi neer (ENG For ms.

a. ENG Form 327 - Schedule of Travel Performed nmay be used
as a draft to prepare travel vouchers. Travelers nmay use ENG
Form 327 to keep a personal record of travel and rel ated
expenses. Information recorded on ENG Form 327 wll be
transcribed to DD Form 1351- 2.

b. ENG Form 2772 - ltinerary and Reservation Meno may be
used when requesting reservations. Individuals requesting
reservations directly froma comercial carrier or a travel
agency may record itinerary on ENG Form 2772. This formis given
to the traveler for ready schedule information.

c. ENG Form 3339 - Passport Receipt is used to control
official passports. This fromw |l be used when passports are
pi cked up and returned by the traveler.

d. ENG Form 4032 - Control of Travel Oders and/or Record
of T/Rs I|ssued ma%/_ be used to log in travel orders and T/Rs issued.
|

Transportation officer, or designee will record travel order,
date of issue and nane of traveler on ENG Form 4032. |f
applicable, transportation request nunber will also be recorded.

e. ENG Form 4743-R - G aim for Tenporary Quarters
Subsi st ence Expenses/Foreign Transfer Allowance (SE) is used to
record daily item zation of expenses (APPENDI X G .

f. ENG Form 4960-R - Request for Approval of Foreign
Travel is used to submt requests to HQUSACE (APPENDI X E).

8- 3. Arny-Wde Forns.

a. DA Form 410 - Receipt for Accountable Forns is used as
a receipt for CGovernnent Transportation Requests.

b. DA Form 2374-R - Notification of Foreign Visit is used
in accordance with AR 381-15 (Appendix F).
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c. DD Form448 - Mlitary Interdepartnental Purchase Request
(MPR) is used for reinbursabl e services.

d. DD Form 1351 - Travel Voucher is used for applying for
an advance of funds.

e. DD Form 1351-2 - Travel Voucher or Subvoucher is used
to prepare travel voucher upon conpletion of trip.

f. DD Form 1351-3 - Statement of Actual Expenses is used
to submt expenses when traveler has been authorized an actual
expense al | onance.

. DD Form 1588 - Record of Travel Paynents is used to
post advance of funds and travel settlenents.

h. DD Form 1610 - Request and Authorization for TDY Travel
of DOD Personnel is used to authorize travel and prescribe

entitlenents. This form may be used for anendments and
revocation of travel orders. For travel order revocations a rubber
sta may al so be used. If a rubber stanp is used the sta

should, as a mninum provide the dates and signatures of the
approving official, authenticating official and the finance and
accounting official.

i. SF 1164 - daim For Reinbursenent for Expenditure on
O ficial Business is used to claim expenses for |ocal travel and
when appropriate registration fees, and tel ephone or telegraphs.

j. SF 1169 - U.S. CGovernnent Transportation Request nmay be
used to procure commercial transportation.

FOR THE COMVANDER: &
1\)\'&&]\»—-—‘12#6 “’t) Lﬁ' N

Appendi xes WLLIAM D. BROMW
Col onel, Corps of Engineers
APP A - References Chief of Staff
APP B - dossary of Terns
APP C - Bl anket Travel Oder
APP D - NATO Travel O der
APP E - ENG Form 4960-R
APP F - DA Form 2374-R
APP G - ENG Form 4743-R
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APPENDI X A

REFERENCES

1. Federal Air Regul ation, Part 135.
Joint Federal Travel Regulations, Volune 1.

Joint Travel Regul ations, Volune 2.

. DoD 4500.54-G Departnment of Defense Foreign Cearance Cuide
cG . Publication may be obtained by witing to Defense Mapping

égtiggy Conbat Support Center, ATTN: TVBA, Washington, D.C. 20315-

2
3
4. Federal Travel Directory.
5
(F

6. AR 1-40, dearance Requirenments and Procedures for Oficial
Tenporary Duty Travel Qutside Continental United States.

7. AR 1-211, Attendance of Mlitary and Gvilian Personnel at
Private Organization Meetings, As Suppl enented.

8. AR 37-103, Disbursing Operations for Finance and Accounting
Ofices.

9. AR 37-106, Finance and Accounting for Installations Travel
and Transportation Allowance.

10. AR 55-46, Travel of Dependents and Acconpanied Mlitary and
Gvilian Personnel to, from or Between Overseas Areas.

11. AR 55-71, Transportation of Personal Property and Rel ated
Servi ces.

12. AR 55-355, Defense Travel Managenent Regul ation.
13. AR 310-10, Mlitary Oders.
14. AR 335-15, Managenent Information Control System

15. AR 380-5, Departnent of the Arny Information Security
Program Regul ati ons, As Suppl enent ed.

16. AR 380-67, Personnel Security Program
17. AR 600-290, Passports and Vi sas.
18. AR 630-5, Leave, Passes, Administrative Absence and Public

Hol i days.
A-1
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19. ER 37-1-18, Conferences, Wrkshops and Trai ning.
20. ER 95-1-1, Control and Use of Aircraft.

21. ER 350-1-416, HQUSACE Centrally and Locally Sponsored Long
Term Training (LTT)
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APPENDI X B
GLOSSARY OF TERVB

MAJOR SUBORDI NATE COMVAND (MsC) COWANDERS/ DI RECTORS. MsC
Commanders and Commanders/Directors of Laboratories and Field
Qperating Activities (FOA) (does not include District Conmmanders).

FOREI GN TRAVEL. Travel to all geographical |ocations outside the
50 United States, including areas and installations in the Republic
of Panama nmade available to the United States under the Pananma
Canal Treaty of 1977 and rel ated agreenents (as described in
Section 3(a) of the Panama Canal Act of 1979). Trips to U S
territories/possessions are no longer considered as foreign travel.

OCONUS TRAVEL. Travel outside the continental 48 United States.

PERMANENT DUTY STATI ON. The | ocation where the enployee is
actually stationed, i.e., the place where the enployee expects and
Is expected to spend the greater part of his/her tinme. Generally,
the corporate limt of the city or town determ nes an enployee’s
official station.

POST CONFERENCE TOURS. Peri pheral tours offered before the start

or after the conclusion of the formal conference program usually
a tour of a nontechnical nature.

B-1
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Appendi x C
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ! oareoF
(Reference: Joint Travel Regulations ) rREQUESY
Travel Authorized as Indicated in lteme 2 through 21.
REQUEST FOR OFFICIAL TRAVEL
2. NAMmK (Last, First, Middie Initial) SSN for military and |3 rOSITIONTITLE AND GRADE OR RATING
civilian AS APPROPRIATE
4. OFFICIALSTATION S. ORGANIZATIONAL ELEMENT 6. PHONE NO
Geographical location. such as AS APPROPRIATE
Washinpton, DC ﬁ. '
7. TYPE OF ORDERS 18. SECURITY CLEARANCE ®. PURPOSE OF TOY T
In connection with the activities of
BLANKET TRAVEL AS APPROPRIATE
108. APPROX. NO.OF DAYS OF b. PROCEED O/A (Date) or as appropriate
oY (Including travel time}
LEAVE BLANK LEAVE BLANK

11 viureamw M vamiaviOom anirunniyen
V., IVINERAARTY L) YARIATION AUTHORIZED

You will proceed on temporary duty at such times and in such order and frequency as
may be necessary from your home or-place of business to any point within the
Continental limits of the United States during the period to ,
both dates inclusive. VUpon completion of each tour of temporary duty, you will
return to permanent station.

12. MODE OF TRANSPORTATION
_ _ . I P
COMMERCIAL GOV["NMEYT(A PRIVATELY OWNED CONVEYANCE (Check oney
RAIL AR suUs sHIP AR VERICLE "‘@ RATE PER MILE
X X X X X Ny [[] MORE ADVANTAGEOUS TO GOVERNMENT

N MILEAGE REIMBURSEMENT AND PER DIEM LIMITED TO CON-
D AS DETERMINED BY APPROPRIATE TRANSPORT N D STRUCTIVE COST OF COMMON CARRIER TRANSPORTATION &
OFFICER (Overseas Travel only) RELATED PER OIEM AS DETERMINED IN JTR. TRAVEL TIME
~ LIMITED AS INODICATED IN JTR
1‘\\‘7\. i,
3. D PER DIEM AUTHORIZED IN AcconoAKMg‘brn .
\
OTHER RATE OF PER DIEM (Specify) [\\Q THIS BLOCK IS CHECKED FOR CIVILIANS ONLY
Mg,
V4. S ¥odrencost 'S ADVANCE
T
PER DIEM TRAVEL V OTHER TOTAL AUTHORIZED
s 7300.00 +10,000.0 -~ s 1600.00 s+ 18,900.00 s

18, REMARKS (Use this spoce for special requiirements. leave, superior or [si-class accommodaiions, eveess baggage, registration fees, eic.)
Travel by privately-owned-vehicle is authorized. You are authorized use of sspecial
conveyance. You are authorized travel within and around temporary duty station. You
are authorized to make changes in above itinerary and to proceed to additional places
as may be necessary to accomplish this mission. Use of .existing Government facility
would adversely affect the performance of the assigned mission. You are authorized
100 pounds of air baggage.. You may wear civilian clothing while in the travel status
directed by these orders. Individual designated Acting Transportation Officer under
rovisions of AR 55-13, 1Individual designated a courier.

18. APPROVING OFFICIAL(Title and signaiure)

Individual as designated by head of
agencv concerned

17. REQUESTING OFFICIAL (Title and signaiure)

AUTHORIZATION
9. ACCOUNTING CITATION
Insert appropriate accounting citation.
20. ORDEA AUTHORIZING OFPICIAL (Titleand signature) OR AUTHENTICATION 21 DATEISSUED
AS APPROPRIATE
LEAVE BLANK 22 TRAVEL ORDER NUMBER
AS APPROPRIATE
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APPENDI X D
(Letterhead of organization issuing the NATO travel order)

NATO TRAVEL ORDER/ORDRE DE MISSION OTAN

Country of Origin: United States Order number: (enter PCS or TDY order no)
Pays de provenance: Numero de serie:

1. The bearer (and group as shown hereon or on attached list)
Le porteur (et personnel porte ci-dessus ou sur la liste jointe)

Social Security number/No Mle Grade of rank/Grade Name/Nom

2. Will travel from to

Fera mouvement de a
via Date of departure
via Date du depart

Expected date of return (leave blank when member has PCS orders)
Date probable de retour

3. Authority (is) (is not) granted to possess and carry arms.
Autorisation de port d’armes (accordee) (non accordee).

4. The person named in paragraph 1 is authorized to carry
La personne indiquee au paragraphe 1 est autorisee a porter

sealed dispatches, containing only official documents, numbered

plis scelles, ne contiennent que des documents officiels, numerotes

5. | hereby certify that this individual/group* is/are* member(s) of a Force as defined in the NATO
Status of Forces Agreement, and that this is an authorized move under the terms of this agreement.
(*Delete if not applicable)

Je soussigne certifie que le personnel vise appartient a une armee telle que definie clans I'Accord
OTAN sur le statut des Forces armees et que ce replacement est officiel selon les termes de cet Accord.

6. This travel order is to be produced to civil and military authorities on request.

Cet ordre de mission devra etre presente sur demande des autorites civiles et militaires.
FOR THE COMMANDER: (or appropriate authority line)

(Officer authoriziing movement) (Date of issue)
(Officer autorisant le mouvement) (Date de I'autorisation)

INSTRUCTIONS WHICH MAY BE SHOWN ON THE BACK
OF THE NATO TRAVEL ORDER

1. This travel order is to be used for both individual and collective movement. When the travel order is issued to partks of 20

or over, detailed arrangements are to be made as necessary for movement, reception, staging, etc. If more than one person is
traveling, the attached list (as referred to in paragraph 1) should show traveler’s social security number, grade of rank name,
and unit.

2. The country from which travel is authorized and the country or countries to and through which travel is authorized must be
shown in paragraph 2. The inclusion of the town or city from and to which travel is authorized is optional.

3. The traveler must have an Active Duty Military Identification Card or an Armed Forces Identification Card.

4. Paragraph 4 should be deleted if not applicable.

D-1
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REQUEST FOR APPROVAL OF FOREIGN TRAVEL
(ER 55-1-2, See Instructions on Reverse)

FROM: DATE:

TO:  CELD-TT

1. NAME( and OFFICE SYMBOL(S) OF TRAVELER(S):

2. PURPOSE:

3. JUSTIFICATION:

(Additional information may be provided as an attachment on plain bond paper.)
5. DESTINATION(S):

4. DATES OF TDY:

6. FUND SOURCE(S):
0 ClVIL U MILITARY 0 REIMBURSABLE: Source;

INVITATIONAL TRAVEL ORDER: OO0 YES O NO

7. ESTIMATED COST: |8.
$

9. TRAVEL IS EXCLUSIVELY IN DIRECT SUPPORT OF U.S. FORCES OVERSEAS: U YES O NO

10. RECOMMENDED APPROVAL LEVEL: O MSC/LAB O HQUSACE O ASA(CW)

11. OTHER USACE PARTICIPANT(s) (Name(s) and Office Symbol(s)):

12. 1 HAVE REVIEWED THE NEED FOR THIS TRAVEL AND RECOMMEND APPROVAL.

COMMANDER/DIRECTOR SIGNATURE

ENG FORM 4960-R, Jan 93 EDITION OF SEP 87 IS OBSOLETE
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INSTRUCTIONS

1. SELF EXPLANATORY. ALL TRAVELERS FROM ONE MSC, DISTRICT, LABORATORY, OR FOA
ARE TO BE INCLUDED ON ONE FORM.

2. INSTRUCTIONS ARE THE SAME AS FOR BLOCK 9 OF DD FORM 1610.

3. SPECIFY WHY THE TRAVEL IS NECESSARY AND THE IMPACT OF MISSION ACCOMPLISHMENT
IF TRAVEL IS DISAPPROVED. FOR TRAVEL WITH MULTIPLE DESTINATIONS, JUSTIFICATIONS
MUST BE PROVIDED FOR EACH DESTINATION. INCLUDE ANY CONTEMPLATED LAYOVERS OR
ANNUAL LEAVE THAT WILL BE TAKEN IN CONJUNCTION WITH THE OFFICIAL TRAVEL; IF
NONE, INDICATE “NO LAYOVERS OR ANNUAL LEAVE WILL BE TAKEN IN CONJUNCTION WITH
OFFICIAL TRAVEL.”

4. PROVIDE DATES OF ALL ARRIVALS AND DEPARTURES, EXCEPT TRANSIT POINTS. INCLUDE
ANY CONTEMPLATED LAYOVERS OR ANNUAL LEAVE TO BE TAKEN IN CONJUNCTION WITH
OFFICIAL TRAVEL.

5. INDICATE TDY STATIONS. DO NOT INCLUDE STOPOVERS EN ROUTE FOR THE PURPOSE OF
AWAITING TRANSPORTATION

6. INDICATE WHETHER THE FUND SOURCE WILL BE FROM MILITARY OR CIVIL WORKS
APPROPRIATIONS OR FROM REIMBURSABLE SOURCES. IF REIMBURSABLE FUNDING IS TO BE
USED, IDENTIFY THE U.S. AGENCY, FOREIGN GOVERNMENT, OR OTHER SOURCE OF THE FUNDS.

7. PROVIDE THE ESTIMATED COST THAT WILL BE INDICATED IN BLOCK #14 OF DD FORM 1610.
IF COSTS ARE SPLIT BETWEEN MILITARY, CIVIL, AND/OR REIMBURSABLE FUNDS, INDICATE
SPLIT OF FUNDS IN BLOCK #3. IF PURPOSE IS SPLIT BETWEEN TRAVEL WHICH IS IN DIRECT
SUPPORT OF U.S. FORCES OVERSEAS AND OTHER PURPOSES, INDICATE SPLIT OF FUNDING BY
PURPOSE IN BLOCK #3.

8. IF YES, INDICATE MAILING ADDRESS OF TRAVELER(S) IN BLOCK #. PROVIDE AS AN
ENCLOSURE ON PLAIN BOND PAPER SPECIFICS ON THE NEED FOR INVITATIONAL TRAVEL
ORDER(S), SPECIAL INSTRUCTIONS, FUND CITE(S), AND SPLIT BETWEEN TYPES AND PURPOSE
OF TRAVEL AS SPECIFIED IN 7. ABOVE, IF APPLICABLE.

9. SEE ER 5-1-8 FOR DEFINITION OF ACTIVITIES WHICH ARE DIRECT SUPPORT OF U.S. FORCES
OVERSEAS.

10. CRITERIA IDENTIFYINGAPPROVAL LEVELS IS CONTAINED ER 5-1-8 AND ER 55-1-2. IF
PREAPPROVED BY ASA(CW), INDICATE PREAPPROVAL MECHANISM, E.G., QUARTERLY FOREIGN
TRAVEL PLAN, DECISION MEMORANDA, ETC.

11. LIST NAME(S) AND ORGANIZATION SYMBOL(S) OF OTHER USACE PARTICIPANTS, IF
KNOWN. IF UNKNOWN, INDICATE “UNKNOWN”".

12. INDICATE AUTHORIZED SIGNATURE BLOCK OF COMMANDER OR DIRECTOR. ENG FORMS
4960-R WILL BE SIGNED BY THE COMMANDER OR DIRECTOR OF THE MSC, DISTRICT,
LABORATORY, OR FOA AND WILL CERTIFY THAT (@) THE COMMANDER OR DIRECTOR
RECOMMENDS APPROVAL OF THE TRAVEL AND (b) DISAPPROVAL OF THE REQUEST WILL
ADVERSELY IMPACT MISSION ACHIEVEMENT.

ENG FORM 4960-R, Jan 93 (Reverse side)
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For use of this form, ses AR J81-18: the proponent agency is The Amistant Chief of Statf for intelligence.

NOTIFICATION OF FOREIGN VISIT DATE

o DATA REQUIRED BY THE PRIVACY ACT

AUTHORITY
PRINCIPAL PURPOSE

DISCLOSURE :

= National Becurity Act of 1947, Executive Urder 12036.
To ?rovide US Army Intelligence and Security Command, ACSL HQDA and other Federa! agencies
with information on contacts between US and foreign personnel for evaluation of potential
intelligence exploitation. -
Informstion used to support contingency planning and military operationa
Information may be disclosed to US or foreign law enforcement, security, investigatory, or
administrative authorities in order to comply with requirements imposed by, or to claim rights
conferred in international agreements and arrangements including those regulating the stationing
and status in foreign countries where DOD military and civilian personnel and other countries where
there is & routine reciprocal exchange of information.
Disclosure is voluntary however Failure to provide requested information could result in denial of

authnrivation to travel to foreign countrv. ar to meet with foreisn nersonnel.
ATTION OFFICER

TO: (Include Zip Code)

FROM: (Inciude Zip Code)

PHONE NO.

1. LAST NAME - FIRST NAME - MIDDLE NAME

4. US. CITIZEN
0O ves O w~o

2. GRADE 3. DATE OF BIRTH

6 SOCIAL SECURITY NO.

6. PLACE OF BIRTH (City, 8tate, Country)

7. PERMANENT ADDRESS (Number, Street, City 8tate

8. PLACE NATURALIZED I6 DATE NATURALIZED

and Zip Code)

10. ASSIGNMENT (Command, Unlit, Address and phone no}

11. POSITION TITLE

12. ARMY SECURITY CLEARANCE

13. SCIENTIFIC AND TECHNICAL FIELDS IF INTERESY

14 FOREIGN LANGUAGES (Liet if Read, Write, or Speak)

DETAILS OF VISIT (Use continuation sheet as necessary)

16. PURPOSE OF VISIT. (Include estimated dote of departure and return and mode of trovel, if appropriale)

18.

ITINERARY (Use continuation sheet as necessary)

DATE

CONFERENCE, INSTITUTION NAME AND POSITION OF FOREIGN
PERSON TO BE CONTACTED

CITY AND COUNTRY FIRMS, PLANTS. AGENCIES

17. REMARKS (Upe Revarse tide 83 necessary)

REPLACES EDITION 1 JUL 68, WHICH 18§ OBSOLETE.
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APPENDI X G

CLAIM FOR TEMPORARY QUARTERS SUGSISTENCE EXPENSES/FOREIGN TRANSFER
ALLOWANCE (SE)
(ER 38.1.3)

THE FORM S FOR USE N SIXMAADNG MO CLALMHG DALY ACTUAL BUBSISTENCE DXPERGES MOURCD DU OOOUPAMCY OF

TEMPOAARY QUAATERS INCIOENT TO A TRANSTER
SUBLAT WITH TRAVEL VOUCHER 0R BUBYVOUCHER (D0 FOAU 1381.)

E OVEE NAME 55

NEW OUTY STANON:

OATE AEPOATED FOR DUTY (Mew Station}

OATE TOSE BEGAN

OATE VACATED OLD RESIOENCE: OATE OCOUPIED NEW RESIOENCE: ]
EMOLOYEE: EWPLOTEE: e
DEPENCENTS: DEPENOENTS:

INSTRUCTIONS

1Al ornea A oares

L EXPENSES Will BE iTEMIZED AND OWNLY ACTUAL EXPENSES CLAIMED, HOME MEAL COS
ALL MEALS PREPARED AT HOME.

n»

F EXPENSES CLAIMED ARE FOR TEMPORARY QUARTERS OCCUPIED AT DIFFERENT LOCATIONS BY THE EMPLOYEE AND DEPENDENT(S)
USE SEPARATE EXPENSE ITEMIZATION SHEET FOR EACK LOCATION. TEMPORARY QUARTERS OCCUPIED AT OTHER THAN THE OLD O/

NEW DUTY STATION LOCATION REO‘U!RES APPRO\)‘AL BY THE ORDER APPROVING OFFICIAL BASED ON A DETERMINATION THAT SUCH
OCCUPANCY 1S JUSTIFIED.

F ANY QTHER CLAIM HAS BEEN MADE FOR TEMPORARY QUARTERS EXPENSES IN CONNECTION WITH THIS POC MOVE, EXPLAIN,
ATTACH COPY OF PAID VOUCHER IF CLAIM HAS BEEN PAID.

F SEPARATE CLAIM HAS BEEN MADE FOR PCS TRAVEL FROM OLD TO NEW DUTY STATION, EXPLAIN. ATTACH COPY OF PAID
VOUCHER IF CLAIM MAS BEEN PAID.

¥ OFFICIAL TEMPORARY DUTY TRAVEL WAS PERFORMED DURING THE TEMPORARY QUARTERS SUBSISTENCE EXPENSE OR
FOREIGN TRANSFER ALLOWANCE (SE) REIMBURSEMENT CLAIM PERKDO, EXPLAIN. ATTACH COPY OF PAID VOUCHER IF
CLAIM HAS BEEN PAID.

OCCUPANCY Of PERMANENT QUARTERS OCCURS WHEN THE EMPLOYEE OR ANY MEMBER OF THE FAMILY STARTS OCCUPYING THE
PERMANENT QUARTERS.

RECEIPTS ARE REQUIRED FOR QUARTERS EXPENSES, LAUNORY AND ORY CLEANING COSTS OTHER THAN WHEN COIN OPERATED
FACILITIES ARE USED OR ANY SINGLE EXPENSE EXCEEDING $25.00. W APPUCABLE, ATTACH COPY OF LEASE.
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FOR ILLUSTRATION PURPOSES ONLY
(Local reproduction authorized - blank masters available from local FMO)
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